
Job Code Approv ed/Adop ted Date

CITY OF RIVERSIDE
3945 01/19/96

HUMAN RESOURCES DEPARTMENT   Revised

CLASSIFICATION SPECIFICATION

TITLE: MINI-BUS DISPATCHER

DEFINITION 

Under general supervision, to transmit information and dispatch requests for service to mini-bus drivers in the field;

to perform related office tasks including answering phones; and to do related work as required.

DISTINGUISHING CHARACTERISTICS

This classification is distinguished from the Mini-bus Driver/Scheduler classification in that incumbents in this class

do not pe rform  any driving re lated duties .  

REPORTS TO: Special Transportation Supervisor

SUPERVISION RECEIVED AND EXERCISED

Receives general supe rvision from the Special Transpo rtation Supervisor.

EXAMPLES OF DUTIES  

Typical duties may include, but are not necessarily limited to, the following:

• Answer special transportation phone, accepting requests for mini-bus service and service complaints,

changing and canceling reservations, and providing information as required.

• Relay cur rent inform ation on a rea and  street co nditions to d rivers and  eme rgency info rma tion to appr opriate

parties.

• Transmit information on the radio to drivers in the field.

• Perform other related office activities as required.

• Operate a mobile radio and base radio station.

QUALIFICATIONS

Know ledge of:  

• City areas and street system.

• Standard broadcasting procedures and rules required for operation of a communication system.

Ability to:  

• Establish and maintain effective relationships with those contacted in the course of work.

• Understand and carry out oral and written directions.

• Exercise independent judgment and work with minimum supervision.
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• Properly operate a two-way radio.

• Read a street map and locate street addresses.

• Work overtime as required.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivale nt to the co mple tion of the tw elfth grade .  

Experience: Six (6) months of experience in vehicle dispatching.

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid Class AC@ California Motor Vehicle Operator=s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Mini-Bus Dispatcher

TO: None


